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Part One

Punctuation

Punctuation adds to the unity and coherence of our paper and thus makes
our writing easier to read. Punctuation marks help to separate groups of words for
meaning and emphasis; to convey an idea of the variation of pitch, volume, pause,
and information of speech; and to avoid contextual ambiguity.

There are mainly two styles of English punctuation: the American style, and
the British style. The most obvious difference between the two styles is that the
British style follows an “open system,” that is, to use fewer punctuation marks
than would be used in a comparable American text. The following illustration will
follow the American style. When there are differences between the two styles,
notes are presented.

Before learning about the use of each specific punctuation mark, we should
know that in English, only three punctuation marks are used to signal the end of a
sentence—the period (.), the question mark (?), and the exclamation point (!).
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| End punctuation marks

I 1 Period (.)

The British call a period a full stop or a full point. A period has four functions.

1) As end-up signal

—used to signal the end of a declarative or imperative sentence, or a fragment understood
as a sentence

James Naismith invented the game of basketball. (declarative)

She asked the assistant if they had some other patterns she could choose from.
(declarative with an indirect question)

Take this medicine three times a day. (imperative)

Right away. (understood as a sentence)

a. A short parenthetical sentence within another has no capital and no period.

The appeal of this cereal (millions start their day with it) is well established
by its sales record.

b. Periods, rather than exclamation points, are appropriate for imperative sentences

whenever their emotional force is not particularly strong.

Come in, please.

Pass me the red pen.

Follow me.

Please shut the door.

Remember to pick me up at 9 tomorrow morning.

What a beautiful sunset.
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c. Courtesy questions are usually followed by periods though they may also be
followed by question marks.

Will you return this copy as soon as possible. (Will you = Please)

2) As omission signal

—used after initials and most abbreviations

Mr. Ms. Mrs.  Jr. Dr. Ph.D a.m. p.m. A.M.
P.M. A.D. B.C. P. 30 No. 8 etc. e.g. VS. i.e.
ibid. M.B.A. C.E. B.C.E. U.S.A. UK. P. R. China Oct.
H. L. Mathews St. Paul Mass. Jan.

a. Increasingly, abbreviations made up of the first letters of words that name

organizations are written without periods.

UN TV VOA BBC WTO CBS
CIA EPA FBI IRS JFK YMCA

b. Periods are never used for acronyms, abbreviations which can be pronounced as
words.

ROM OPEC NATO AIDS NASA TOEFL UNESCO

c. Periods are often omitted after many technical abbreviations, such as the two-
letter abbreviations of state names suggested by the American Postal Service (see
Abbreviations of American State Names at the back of the book), and units of measure,

with the exception of in. (inch), and az. wr. (atomic weight) to avoid ambiguity.

Hal C. Johnson IV, who lives 50 mi away in Sacramento, CA, won't be
present.

d. For some certain abbreviations, the American style displays a more pronounced
tendency to retain the periods that the British regard as optional, such as eg, and ie.

The British even address Mr. Mayor Mr Mayor, and Dr. Thatcher Dr Thatcher.
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3) As decimal marker
—used to mark decimals

Pi can be rounded off to 3.141592.

4) As separator

—used after numerals and number-functioning letters to separate them from the text in
outline and enumeration

Culture Shock

I1.

Practice

1. Add periods where they are needed, and remove those which do not belong.

“Educator methods,” such as not buying toys for children who act up. Do not always
work. | personally think that even though parents teach their children many things. They
should act like teachers all the time. After my “educator methods” failed. | spent some quality
one-on-one time with my daughter with NO lecturing about her behavior, for example, we
went out for ice cream. While we sat and ate. We spent a long time watching other people
and talking about the things around us, then we went to a bookstore where she looked for
a book to buy, it took her a long time, but | was patient. We finally bought her a book and
finished our outing together, at the end. We decided to have similar outings once a month.

Because it really was fun. My main goal was to let her know | love her.

2. Copy a paragraph from one of your textbooks, omitting all periods and all capital letters
which begin sentences. Try to punctuate the paragraph correctly, capitalizing words as
needed. Check your newly-punctuated paragraph with the original, noting particularly
where your version and the book’s version differ.
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1. “Educator methods,” such as not buying toys for children who act up, do not

always work. | personally think that even though parents teach their children many

things, they should act like teachers all the time. After my “educator methods” failed,
| spent some quality one-on-one time with my daughter with NO lecturing about her
behavior. For example, we went out for ice cream. While we sat and ate, we spent
a long time watching other people and talking about the things around us. Then we
went to a bookstore where she looked for a book to buy. It took her a long time, but |
was patient. We finally bought her a book and finished our outing together. At the end,
we decided to have similar outings once a month, because it really was fun. My main

L goal was to let her know | love her.

B 2 Question mark (?)
A question mark has two functions.
1) Used after every direct question, including a short within-sentence
parenthetical question
Is there a better explanation?
What will you contribute?
He asked himself, “Is this the best of all possible words?”
Help her, won't you?

Someone once remarked (wasn’t it Mark Twain?) that old second-hand diamonds

are better than no diamonds at all.

a. An indirect question is followed by a period instead of a question mark.

They wanted to know what I had been doing since I graduated.

b. A polite request is usually followed by a period rather than a question mark. (See
also Note for the period.)

Will you please close the window.



